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This is a draft to be modified as Detroit’s BidSync account is configured. Complete User Manual will be 

available on OCP’s website in April 2015. 
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VENDOR MANAGEMENT 
Vendor Registration 
This section outlines the process of becoming a registered vendor with the City of Detroit through 
BidSync. Once registered, vendors can verify their content information, other business information and 
notification preferences. Vendors can also proactively complete the standard paperwork required of 
vendors placing an offer on any bid with the City of Detroit. 
 

1. Go to www.bidsync.com . Click on the My Account icon. Log in page will appear. 
 

 
 

2.  Click on “Sign up now.” Sign up page will appear. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.bidsync.com/
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3.  Fill out all Main Contact and Company Info fields. Click “Next Step.” Keywords page will appear. 

 
4.  Select the primary industry and at least three (3) keywords to describe the vendor’s business 

products/services. Select where the vendor does business and, optionally, uncheck the PLUS bids 
notifications. Click “Next Step.” Classification Codes page will appear. 
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5.  Based on the keywords submitted, a list of Classifications (Commodity Codes), will be displayed. 
Select at least one code. Click “Next Step.” Confirmation page will appear. 

 
6. The vendor will receive an email notification and can immediately view bids. BidSync will process 

the vendor’s registration in the next 1-2 business days. Once that is done, the vendor will be able 
to place offers on bids. The next step is to log in and get familiar with Vendor Navigation. 

 

Sample message: 

 

 
 
  

Thank you for registering with BidSync! 

You can now log in and view bid information. Please allow one business day for 
us to review and confirm your registration. You will have "read only" access and 
will not be able to place offers, ask questions, etc., until we have confirmed your 
account. If you need immediate assistance and would like to have your account 
confirmed immediately, please contact Bidsync Support at 800-990-9339. Thank 
you for joining and we hope you enjoy your experience with BidSync! 
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Vendor Navigation 
This section outlines the basic account functions for a registered BidSync vendor. Topics include 
managing business information, searching for bids, and accessing BidSync Support.  
 

1.  Log in using the vendor account email address and password. Click “Login.” Vendor homepage 
will appear. 

 
 

 
 
 
 
 
 

2. “My Account” page is where the vendor can update general info, password, users for the 

vendor’s account and other info such as classifications (also known as commodity codes) and 

qualifications. Click on “Qualifications.” The My Account editing page will appear with the 

Qualifications tab displayed. 
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3. Select “City of Detroit Office of Contracting and Procurement” from the drop down menu. Page 
will refresh to display Detroit in My agencies. Then click on “City of Detroit Office of Contracting 
and Procurement” to view qualifications and other forms for that agency. A pop up window will 
appear. 

 
4.  Click any of the plus signs (+) to expand a section and view individual documents. For each 

document, check the “I comply” statement, download the document, fill it out and upload the 
document. When all relevant documents have been uploaded, check the “I certify” statement, 
enter the vendor’s password, and click “Submit.” The vendor will return to the My Accounts edit 
page. 
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5.  Under the My Qualifications sub tab, the vendor can view the status of the vendor’s submitted 
paperwork.  The vendor can modify other business information, including which notifications the 
vendor receive, using the other tabs in the My account edit page.  

 
 

 

 

 

 

 

 

 

 

 

 

6. Click “Admin.” Admin page will appear. For business with the City of Detroit, the vendor will 

primarily use the “My User Information” and “Users” functionality. 

Additional Notes on Affidavits, Clearances and Certifications 

 Approval Status is maintained in BidSync. The vendor will receive a notification when a 
clearance is near the expiration date. 

 The actual document for each form can be downloaded by BidSync but is then held offline 
by the vendor. 

 When the vendor places an offer, they should upload that document. The document, paired 
with the online approval status will satisfy the requirement for that affidavit, clearance or 
certification. 
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7.  “My User Information” is where the vendor can edit info specific to the vendor’s user account. 
This is more specific than the business info discussed earlier. After changes are made, enter the 
vendor’s password and click “Save.” The next section, Users, can be accessed by clicking “Users” 
on the far left. 

 
8.   This page will list all users linked to the vendor’s business. As an admin, the vendor can search, 

add, edit or delete users from this list. This ends the “Admin” overview. The next topic is “Bid 
Searches.” Click the “Home” tab. The vendor homepage will appear. 
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9.  Click on any of the arrows in the top section of this page to get a quick reference of Alerts or 
Qualifications. In the bid search section, bids can be searched for by keyword, number or filters 
(classifications, states, distance, or date).  

 
 

10.  BidSync automatically filters for “My Settings.” This can be manually changed if the vendor 
would like to expand the vendor’s search to “Search all Bids”. A bid number, or up to three 
keywords, can be entered in the search box to further narrow the search. Results will populate in 
“Agency In-Network Bids” box. Detroit does not currently use the “Premium Bids” function. 

 
 

11.  This ends the overview of the “Bid Search” function. The final vendor navigation topic is 
“Support” which can be accessed by clicking “Support” in the vendor’s toolbar. Support Center 
page will appear. 
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12.  From this page, the vendor can “Submit a Request”, “Check Existing Requests”, or use “Navigate 
To” to go back to the vendor’s BidSync home page. The vendor can also contact BidSync directly 
by phone or email. Click “Solutions Center” to search frequently asked questions. Solutions 
Center page will appear. 

 
 

13.    Search through common FAQs, system updates, tutorials in the Knowledge Base, or enter 
keywords to search for a solution. When done, click “Navigate to” to return to the vendor’s 
homepage. This is the end of the “Support” topic overview and Vendor Navigation overview. 
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 Placing an Offer 
This section illustrates how a registered vendor will place an offer. 
 

1.  From the homepage, use filters on the bid search page to search bids fitting certain criteria. 
Click on the title of the bid the vendor would like to view. Bid Overview page will appear. 

 
2. Bid Overview page displays information specific to this bid. Bid Packet can be downloaded, and 

requirements to be competitive for this bid. If the vendor decides to place an offer, the next 
step is to view and accept required affidavits. To proceed, click “View required qualifications.” 
Note that prior to submission, this is displayed in red. Pop up window will appear. 

 



 City of Detroit 
Office of Contracting and Procurement  

BidSync User Manual 
 

 

 

  11 

 

3. Click on each plus sign (+) to display Required Affidavits details. Download each of the affidavits 
to fill out. Once filled out, click upload to submit each affidavit. Check the compliance 
statement. Check the certification of correct information box. Type in the vendor’s password 
and click Submit. The vendor will be returned to the bid overview page. 

 
4. Click on “Documents” tab. Required documents will be displayed with a [pending acceptance] 

status. To accept each document, click on the document title to view the interactive web form. 
Fill out the appropriate fields, enter the vendor’s password, and click the appropriate button – 
for most vendors this is “Save.” If the vendor believes this document does not apply to the 
vendor, click “Take Exception.” The page will refresh showing an [accepted] status for that 
document.  
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5. Once all documents have been accepted, click Place Offer. Place Offer page will appear. 

 
6. Enter a quantity price or a total price. BidSync will calculate whichever price field the vendor 

does not fill based on the unit quantity requested by the City. (Ex. Vendor enters $8,000 per unit 
and Detroit requests 10 units; total price will auto populate with $80,000). The vendor can enter 
additional information in the comments section and the vendor can upload documents related 
to the vendor’s offer by clicking Attach Document. These documents may include explanation of 
scope, fee schedule, references, etc. When ready, click “Submit.” Confirmation page will appear. 
The vendor have successfully placed an offer. 
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Vendor Notifications 
This section details the types of notifications that a vendor receives once they have placed an offer on a 
bid. 
 
1. The vendor may receive notifications for several topics while the bid is still open. The vendor will 
receive an email notification when the vendor submits the vendor’s offer. The vendor will also receive 
email notifications relating to any addendums, pre-bid conferences, and Q&As.  
 

 
 
2. After a bid closes, the vendor will receive an email notification that the bid has entered the evaluation 
process. Once the evaluation has been completed and an award decision has been made, the successful 
vendor will receive an award letter. Vendors who were not awarded will receive a notification that the 
award decision has been made. 
 
 
 
 
 
 
 
 
 
 

 

City of Detroit, MI 

City of Detroit, MI 


